
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: Greet the recipient and state the purpose of your 

letter.]  

[Body paragraph 1: Add more details about the purpose. Share your 

thoughts or experiences.]  

[Body paragraph 2: Continue with more information, ask questions, or 

express feelings.]  

[Closing paragraph: Summarize your message and encourage a response.]  

Sincerely,  

[Your Name] 


